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Part 1 Introduction

Goals
This course will focus on the required documentation & forms the field inspector
will need during the construction of transportation projects.  Both Department of
Transportation forms & Contractor submittals will be discussed.

Upon completion of the course participants will be able to:

1. Identify the difference in documentation requirements between projects with
   Federal-Aid funding & projects funded with State dollars.

2. Identify the five C’s of project documentation.

3. Recognize the inspector’s responsibilities to monitor wage provisions on 
public work projects.

4. Identify the required steps for approval & acceptance of construction
materials.

5. Complete sample transmittal for acceptance testing of construction materials.

6. Prepare source documents for the monthly progress estimates.
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Part 2 Contract  Documentation

Reference Material

Coordination of Contract Documents

Any inconsistency in the parts of the contract shall be resolved by following this
order of precedence:

1. Addenda

2. Bid Proposal

3. Special Provisions

4. Plans

5. Amendments to Standard Specifications

6. Standard Specifications

7. Standard Plans

The above documents complement each other in describing a complete work. Any
requirement in one part binds as if stated in all parts. If a conflict exists between
these documents, an inspector needs to understand the Order of Precedence
(hierarchy) of these documents. See Standard Specifications 1-04.2.

Other Documents

Some other documents/manuals an inspector needs to become familiar with are:

Construction Manual

Design Manual

Qualified Products List

Forms and Information a Field Inspector Should Have:

General:

Contract Addendums

Copy of List of Approved Subcontractors (also identify all DBE
Subcontractors)

MBE/DBE/WBE On-Site Review Forms; 272-051

Copy of List of Approved Trainees

Trainee Interview Questionnaire; 226-012

Inspector’s Daily Report (IDR); 422-004, 422-004A, 422-004B

Employee Interview Report (Minimum Wage Compliance Survey); 424-003

Copy of Approved Traffic Control Plans

Quality Guidelines for Work Zone Traffic Control Devices

Contractor’s Daily Report of Traffic Control – Summary; 421-040A
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Contractor’s Daily Report of Traffic Control – Traffic Control Log; 421-040B

WSP Field Check List; 451-045

Copy of Contractor’s Approved Progress Schedule

Copies of Change Orders

Materials:

Record of Materials (ROM)

Copy of your Office’s Materials Tracking Speed Sheet

Qualified Products List (QPL) M 46-02

Field Acceptance Report for Qualified Products; 350-130

Request for Approval of Material (RAM) 350-071

Manufacturer’s Certificate of Compliance Check List; 350-572

Sample Transmittal; 350-056

Concrete Cylinder Transmittal; 350-009

Project Payment/Source Documents:

Item Quantity Ticket; 422-021

Scaleman’s Daily Report; 422-027

Field Note Record; 422-635

Field Note Record – Sketch Grid; 422-636

Field Note Record – Drainage; 422-637

Daily Report of Force Account Worked; 422-008

Copy of Contractor’s Equipment List

Report of Protested Work; 422-007

Federal-Aid Funding
Contracts financed with federal-aid funds require the construction office to do
additional inspection and documentation, and may include:

• DBE subcontracting goals

• On-the-job training

• Prevailing wage enforcement

• Foreign made steel restrictions
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Contract Documentation

Request to Sublet Work (Construction Manual 1-2.4G)
The Prime Contractor may sublet up to 70 percent of the original bid amount.
The subcontractor may use agents for up to 25 percent of their total amount
subcontracted. The Engineer must approve all subcontractors and agents before
the subcontractor or agent can begin work (Standard Specification 1-08.1).

When a Request to Sublet Work is turned in:

• Check the Federal ID number for each contractor. A complete list of ID
numbers can be obtained through CCIS.

• Check the dollar amount against the proposal amount. If the subcontractor
is a condition of award, the dollar amount must be equal to or exceed the
amount shown on the C.O.A. letter.

• Check the Condition of Award items are awarded to the proper DBE
subcontractor. The request cannot be approved until the contract is changed.

A copy of the Statement of Intent to Pay Prevailing Wages, executed by the
subcontractor and approved by Washington State L&I, must be provided to
the Engineer prior to payment for any work performed by that subcontractor.

In addition, for Federal Aid Projects, Form 420-004 (Contractor and Subcontractor
or Lower-Tier Subcontractor Certification for Federal-Aid Projects) must be
completed and submitted with the Request to Sublet.

D/M/WBE Participation (Construction Manual 1-2.7)
With recent changes in state laws as well as federal laws, there are a variety
of requirements depending on what laws were in place at the time the contract
was executed and how the project is funded. The thing to remember is that the
special provisions, standard specifications, and amendments establish specific
contract requirements.

State Funded (Construction Manual 1-2.7E)
Minority and Women Owned Business Enterprise (MWBE)

On projects funded with state funds only, there will be a MWBE general special
provision, which specifies voluntary goal for the utilization of minority and
women business enterprises. These are voluntary goals with no preferences for
accomplishment or sanctions for noncompliance.

The contract requires the submittal of an Annual Report of Amounts Paid
MBE/WBE Participants. This report, which is due annually on July 20 and at the
end of the project, is a condition of the project completion (Standard Specifications
Section 1-08.5).
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Subcontracting
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Certification for Federal-Aid Projects
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DBE On-Site Review
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Federal Participating
Disadvantaged Business Enterprise (DBE) (Construction Manual 1-2.7F)

On federally funded projects, there will usually be DBE utilization requirements
specified by general special provision. The special provision will be one of
two types:

No Goal (Construction Manual 1-2.7F(1))

When no goal is specified, the Contractor is encouraged to take actions that
promote DBE participation.

Condition of Award (COA) Goal (Construction Manual 1-2.7F(2))

As a condition of award, the contractor must commit to and follow through on
subcontracting at least the goal amount to certified DBE Firms.

DBE On-Site Reviews (Construction Manual 1-2.7F(5)
On-site reviews shall be conducted on contracts that include COA goals when the
COA subcontractor starts work, during the peak period of the subcontractor’s
work, and whenever there is a change in the nature of methods of the work.

The intent of the overall program, and hence the review, is to document that the
DBE is indeed in control of the work and performing a Commercially Useful
Function (CUF), that is performing, managing, and supervising the work.

A good rule of thumb is to do at least one review of all DBE subcontractors,
on all projects that have federal funds.

Training Program Submittal and Approval (Construction Manual 1-2.7G)

The training and upgrading of minorities and women is the primary purpose of the
training program. The requirements for training will only be found in Federal Aid
Projects, and are made part of the contract by special provisions.

The Contractor shall submit a completed Training Program to the Engineer
for approval by no later than the processing of the first estimate.

If the Contractor fails to submit a training program in a timely manner the Region
may withhold monthly progress payments.

It is the responsibility of the field office to monitor the training program to ensure
that each trainee receives beneficial training on the project and is working in
accordance with the approved program.
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Trainee Approval (Construction Manual 1-2.7G(2))
Each Inspector should have a list of the trainees approved on the contract including
the contractors name and type of training to be accomplished.

• Trainee Approval (DOT Form 272-050) must be submitted for each trainee.

• Good Faith effort documentation is required for all non-minority males
proposed for training.

• Non-BAT/SATC Trainees must be paid the minimum prevailing wage for
their craft.

• Payment for training will be based on invoices received from the Contractor.
Overruns in training will be allowed up to 25 percent of the contract or
500 hours, whichever is less. Overruns will not be allowed for traffic control.

Trainee Interview (Construction Manual 1-2.7G(2))
The Trainee Interview is one of the tools used to monitor contract requirements
when it comes to: meaningful training and carry out the training plan. The Project
Office should plan on doing at least one interview per trainee.
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Trainee Approval
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Trainee Interview — Completed by Project Office
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Trainee Interview — Completed by Project Office (cont.)
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Project Documentation
Inspector’s Daily Report
Five C’s of Good Report Writing

Clear

Being clear refers to both handwriting and meaning. Messy handwriting is
unprofessional; take the time to write neatly. Written material is useless if it
cannot be read.

Being clear in meaning is just as essential. What ever is written has to be clear,
even to people not involved with the project. It can become a habit to write a kind
of short hand that project personnel understand, but others may not. Other person-
nel, including auditors, may have to review your documents, months or even years
after the project is complete. What may be clear to project personnel now, may be
unclear to an auditor at a later date.

Concise

Being concise means using the minimum number of words to get the maximum
amount of meaning. The rule is, write enough to be clear, but not any more than
is necessary. Record the facts and keep your opinions out of the project diary.

Correct

Being correct means having your facts straight and using the right forms. Using the
wrong forms, or making errors, gives the appearance of sloppiness and can cause
big problems in arbitrations or litigation proceedings.

Complete

Being complete means including everything necessary to be clear. To be complete,
the entry should contain four criteria:

Activity — A description of the activity, including location.

Testing — Any testing done, or the acceptance criteria that was used.

Results — The results of any testing.

Action Taken — Any action that may have been taken.

Another aspect of being complete is referencing other types of available project
documentation. Be sure to mention any photographs, videotapes, contract docu-
ments, materials documentation, or anything else that would relate to your entry.

Concurrent

Contract documentation should be completed concurrent with the construction
activity. Extensive facts, figures, and conversations are hard to remember, write
them down as soon as possible. If it is not practical to write everything down
immediately, then take abbreviated notes. Waiting until the end of the day to
write everything down, may cause you to forget important details.
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Inspector’s Daily Report (Construction Manual 10-3.6B)
The Inspector’s Daily Report (IDR) is a record of operations for a specific type of
work on the project, such as surfacing, grading, paving, bridge, etc. Page one of the
IDR is a structured sheet of questions addressing identification of work operations
and the associated labor and equipment being used to accomplish the work. This
page should be filled out completely. Page two is a narrative portion, which should
include a notation of any orders given or received, discussions with the Contractor,
unusual conditions, delays in the operations, and the presence of any visitors.
Inspector’s Daily Report Forms 422-004, 422-004A, and 422-004B are utilized
for completing this daily report of activities.

Inspectors who use lap top computers can produce electronic versions of the
IDR document. The electronically produced document must be complete,
including signature.

Instructions are on the cover of a packet of IDR forms, there is an instruction sheet
with the electronic form also:

Contract Number, SR Number, and Day - Fill out completely

Date - If working night shift it is recommended that you show both dates.

Weather - Report using the CCIS coding (See instruction sheet)

Contractor, Representative and Title:

Prime Contractor - Use prime contractors company name,representative
and title, normally a superintendent or manager, could be a president or
vice president.

Subcontractor - List appropriate company name. Verfify that they have
provided the appropriate paperwork to be approved and if they are a
D/M/WBE.  List superintendent or foreman responsible for the work you
are inspecting.

Contractor”s Work Activity - Normally, you should only list the activities that
you are inspecting.  Project Inspectors and Field Engineers (generally E-2’s and
E-3’s) may list all activities.  The Activities should be specific to each operation.
Reference each work activity to the appropriate contractor/subcontractor by using
a,b,c,d, etc.

Equipment - On significant projects, consider separate equipment lists for each of
the contractor’s equipment.  Update daily and attached to IDR’s.

Contractor’s Workforce - List by contractor and activity. List by number and
classification, Trainee’s by name.

Traffic Control Log - Completed daily.
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Inspector’s Daily Report (cont.)

IDR Sheet of Sheets Final Record Book Page

Contract Day Date

2 2

5129 Friday January 22, 2004

DIARY - Including but not limited to: a report of the day's operations, time log (if applicable), orders given and received,
discussions with contractor, and any applicable statements for the monthly estimate.

A complete record of the work that you inspected that day.  Remember Clear, Concise,

Correct, Complete, Concurrent.  Take nothing for granted - BE SPECIFIC

A separate IDR for each work activity (i.e. surfacing, grading, drainage, bridge, etc.)

unless you can provide a breakout for each activity.

Keep in mind that you may have to go back a year or two later and reconstruct the

contractors work activities and cost for a claim.  If you are inspecting a contractor and he

has two crews, one building a wall and one building a footing for a bridge, you need to

show them as separate units.  You may need to go back and justify costs or time for just

one of those activities. If you lump them together on sheet one, how will you be able to do

that?

Specifically note in the IDR, any delay and the cause.  Note any delay that the

contractor experiences, it doesn't matter what the apparent cause (survey, equipment

breakdown, obvious shortage of workforce, etc.)

Document the first day on the job for new subcontractors.  Also, a verification of all

subcontracting documents.

Record tests taken, samples taken, measurements taken, etc.

Make a note of reviewing traffic control signing.  It is the TCS responsibility to

document signing, but we should note when we observe efficiencies or deficiencies, and

how they were addressed.  A verification of night time signing is appropriate.

Make a note of reviewing erosion control devices.

Reference any photographs that you take during the day.

Signed Inspector
DOT Form 422-004A EF

Revised 1/94

Inspector's Daily Report
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Part Two of Street Inspector’s Daily Report

IDR Sheet of Sheets Final Record Book Page

Contract Day Date

2

5523 Thursday January 22, 2004

DIARY - Including but not limited to: a report of the day's operations, time log (if applicable), orders given and received,
discussions with contractor, and any applicable statements for the monthly estimate.

 A complete record of all conversations that you took part in or observed.  Note any

directions that you received or gave, and the results of those directions.  Document any

meetings you participated in.

Another thing to keep in mind is Contractor’s Performance Evaluation.  If your

contractor is performing superior or inadequate work, you need to document this in your IDR

when possible. But, NO OPINIONS!!

The Contractor told me that they added another laborer to the crew in an effort to get done

early.

Observed the foreman instructing his workers in the appropriate safety procedures. He

typically does this on a daily basis.

Construction Geotextiles were delivered to the job site, samples taken, work not scheduled for

three weeks.

Accidents need to be documented if possible.  Record vehicles involved, license plate

numbers, who investigated, injuries, time, type of accident.  Record sign verification check

and photo’s taken.

Signed Inspector (Print Name)DOT Form 422-004B EF
3/2002

 (Street) Inspector's Daily Report

2

Daily Total

Previous Total

Total To Date

Plan Quantity

874.95

1984.1

2859.05

3963.00

Base Leveling Wearing Area Sq. Yd. Avg. Tons/Sq. Yd. Tack Coat

Surface Temp.

Min: Max:

Air Temp.

Min: Max:

Paver Speed

Min: Max:

Pneumatic Roller

Tire Pressure:

From Station To Station Sq. Yd. Tons of Mix

179th 0+45

A-2 Line 1+00

6+62

12+48

415.05

459.9

45 55 40 59 30 30

(feet  per minute)
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Wage Provisions
Section 1-07.9 of the Standard Specifications outlines prevailing wage responsibili-
ties for the Contractor, subcontractor, lower-tier subcontractor or agents performing
work under the contract. In addition contracts financed in whole or part by federal
funds have additional federal contract provisions included in the contract documents.

Monitoring of State Requirements (Construction Manual 1-2.6B)
The project office needs to ensure that a Statement of Intent to Pay Prevailing
Wages is turned in for the Contractor and all Subcontractors, prior to releasing
payment. The office also needs to ensure that Affidavits of Wages Paid have been
received at the completion of work.

While certified payrolls can be requested, this is a specific requirement of federal
wage laws only and is not normally used for monitoring of State prevailing wage
issues.

In the event of a wage complaint by an employee, the project office should notify
the Contractor requesting prompt corrective action. It is expected that a satisfactory
correction or explanation will be made within a reasonable amount of time. If this
does not happen, the Engineer should inform the Contractor that the matter might
be referred to the Washington State Department of Labor and Industries for further
action.

Enforcement of Federal Prevailing Wage Provisions (Construction Manual 1-2.6C)
On Federal Aid projects, it is the responsibility of the project office to both
monitor and enforce the federal prevailing wage requirements to the degree
necessary to ensure full compliance. In order to comply with these requirements,
the Contractor must:

• Submit weekly certified payrolls.

• Post wage rate posters.

• Post the wage determinations of the United States Secretary of Labor.

• Allow interview of employees during working hours.

These requirements also apply to each subcontractor and each agent or lower-tier
subcontractor.

Employee Wage Rate Interviews (Construction Manual 1-2.6C (3))
The purpose of employee interviews is to establish, with reasonable certainty that
the provisions of the federal prevailing minimum wages are being complied with.
This includes that there is no misclassification of workers or disproportionate
employment of laborers, helpers, or apprentices. All discrepancies found during
an employee interview must be resolved.

The frequency and extent of these interviews should be sufficient to ensure a
representative sampling has been made of all classes of workers employed on the
contract. As a minimum wage rate sampling should include, employees of the
Contractor and all major (30 percent or more of the contract dollars) subcontractors.
The interviews should be made with enough frequency as may be necessary to ensure
compliance.
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Wage Rate Interviews
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Traffic Control (Standard Specification 1-10.2)
The Contractor shall designate an individual or individuals to perform the duties of
Traffic Control Manger (TCM) and Traffic Control Supervisor (TCS). The TCM
and TCS shall be certified as a worksite traffic control supervisor.

The Contractor shall designate and adopt in writing the specific traffic control plan
(TCP) or plans required for their method of performing the work.

Records of Construction Signing and Accidents (Construction Manual 1-2.3E)
Due to increased damages being awarded by the courts, it is mandatory that detailed
records of signing and delineation be continuously maintained on every project.

• Use Extensive photographic or video records.

• Check the construction signing against the approved TCP.

• The TCS should complete the documentation for construction signing.

• Make an effort to become aware of any accident that occurs within the project
area. Document site conditions and the status of signing and other traffic
control measures.

Traffic Control Diary and Log (Standard Specifications 1-10.2(1)B)
The Contractors Traffic Control Supervisor shall prepare a daily traffic control
diary using WSDOT forms 451-040A and 421-040B. These forms should be
submitted to the Engineer no later than the end of the next working day and will
become part of the project records. The Contractor my use their own form if it is
approved by the Engineer. Included in the diary are such items as:

• When traffic control devices are installed and removed.

• Location and condition of signs and traffic control devices.

• Revisions to the traffic control plan

• Lighting utilized at night

• Observation of traffic conditions

WSP Traffic Control Assistance (Construction Manual 1-2.3(10))
WSDOT has an agreement with the Washington State Patrol (WSP) for that agency
to provide trooper and vehicles to help with traffic control on construction projects.
On each shift of WSP traffic control assistance, form 421-045, WSP Field Check
list, shall be filled out. The WSDOT will fill out the top portion of the form and
give it to the WSP trooper on the project to complete. At the end of the officer’s
shift, the completed form shall be returned to WSDOT.
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Part 3 Control of Materials

Control of Materials (Standard Specification 1-06)
Prior to use, the Contractor shall notify the Engineer of all proposed materials.
The Contractor shall use the Qualified Product List or the Request for Approval
of Material form.

All material incorporated into the permanent work:

• Shall be new, unless the special provisions permit otherwise;

• Shall meet the requirements of the contract and be approved by the Engineer;

• May be inspected or tested at any time during their preparation and use; and

• Shall not be used in the work if they become unfit after being previously
approved.

There are several different methods of identifying and accepting materials on
a project.

Record of Materials (ROM)

Qualified Products List (QPL)

Request for Approval of Material (RAM)

Manufacturers Certificate of Compliance, which include:

Individual Letter of Certification

Certificate of Cement/Asphalt Shipment

Certificate of Compliance (Concrete Production)

Over Stamp on Bill of Lading

Inspected Items

Materials Inspected by the State Fabrication Inspectors

Sign Acceptance

Concrete Pipe Acceptance Report

Catalog Cut

Field Testing

Visual Inspection
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Control of Materials

The Inspector should be:

Familiar with the “Record of Materials.”

Make sure an approved “Request for Approval of Material” is on file.

If the Contractor chooses to adopt the Qualified Products List, the Inspector should:

Be aware of items to be accepted by this method.

Properly document materials in accordance with the applicable acceptance code
from the QPL.

Record of Material (Construction Manual 9-1.5A)
The State Materials laboratory provides a listing of all major construction items for
each project, called the Record of Materials (ROM).

The State Materials Laboratory will transmit the ROM to the Engineer
electronically. The copy submitted to the Engineer is intended as a tool for
tracking the approval and acceptance of materials.

The Record of Materials is based on the State Materials Laboratory review of the
major items identified in the contract Summary of Quantities. Review of the
contract plans and special provisions may identify additional materials that require
documentation. These additional materials documentation requirements should be
added to the ROM and tracked for completion throughout the course of the project.

The Accuracy of the ROM and Certification of Materials is largely the responsi-
bility of the Project Engineer.

On the adjacent page is a copy of the ROM prepared by the State Materials Laboratory.
The original ROM can be used for tracking material approvals and acceptance.
On the following page is an Excel spreadsheet adaptation of the ROM. The original
data from the ROM can be imported into and Excel spread sheet, making the
tracking of changes to materials approval and acceptance easier to follow.

The State Materials Laboratory is currently developing a network based tracking
program for statewide use.

There are some low risk items that may be used on the project without contractor
identification like nails and duct tape.  For a more detailed listing of items see
section 9-1.5B of the Construction Manual.
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Record of Materials
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Qualified Products List (Standard Specification 1-06.1(1))
The QPL is a listing of manufactured products available that have been evaluated
and determined suitable for use in highway construction.

If the Contractor chooses to use the QPL, the most current list available at the
time the product is proposed for use, shall be used. The QPL submittal shall be
prepared by the Contractor in accordance with the instructions in the QPL
and submitted to the Engineer prior to use.

The listing is divided into two categories, “Approved” (A) and “Conditionally
Approved” (CA). Approved products may be accepted without additional sampling.
It is the Inspector’s responsibility to verify and document the manufacturer of the
approved product. For Conditionally Approved products, acceptance and use of
these products is based upon additional job sampling and/or documentation. All
additional acceptance actions need to be completed prior to the material being
incorporated into the work.

The Contractor shall advise the Engineer of the intended items for used from the
QPL by reference to the contract bid item.

Items not included on the QPL shall be submitted for approval using a Request for
Approval of Materials form.
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Request for Approval of Material (Standard Specification 1-06.1(2))
The Request for Approval of Material (RAM) shall be used when the Contractor
elects not to use the QPL or the material is not listed in the QPL. The RAM is to
be completed by the Contractor and submitted to the Engineer for approval before
the material is incorporated into the work.

Approval of the material does not constitute acceptance of the material for
incorporation into the work. Additional acceptance actions, as noted on the
RAM, need to be completed prior to the materials being incorporated into the
work.

When requesting approval of an item that requires fabrication, both the fabricator
and the manufacturer of the base material shall be identified on the RAM.

The information from the RAM is transmitted to the master record of materials
kept in the project office. Each inspector should have a copy of the RAM that
relates to the work they are in charge of.
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Request for Approval of Material
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Manufacturer’s Certificate of Compliance (Standard Specification 1-06.3)
Certain designated items on the contract may be accepted based on receipt of a
Manufacturer’s Certificate of Compliance. These certificates must be received by
the engineer prior to incorporating the material into the project.

The contractor may request, in writing, authority from the engineer to install
such material prior to submitting the required certification; however, no
payment will be made.

If the required certification is not submitted prior to the completion date of
the contract, the Contracting Agency will assess the usefulness of the installed
material. At the Engineer’s discretion, the Contracting Agency will either require
replacement of the material or process final payment without paying for the
materials or any portion of the work performed to install the material.

The following information is required to be listed on a valid Manufacturer’s
Certificate of Compliance:

• Name of Manufacturer

• Type and Quantity of material

• Applicable specification

• Signature by a corporate official

• Supporting mill test or other test reports that may be required.

The following, are examples of different types of documents that are acceptable
manufacturer’s certificate of compliance.
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Manufacturer’s Certification of Materials Origin
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Certified Concrete Delivery Ticket

In accordance with Section 6-02.3(5)B, the concrete producer shall provide a
Certificate of Compliance for each truck load of concrete. The Certificate of
Compliance shall verify that the delivered concrete is in compliance with the
mix design and shall include:

Manufacturer Plant (Batching Facility)
Contracting Agency Contract No.
Date
Time Batched
Truck No.
Initial Revolution Counter Reading
Quantity (Quantity batched this load)
Type of concrete by class and producer design mix number
Cement Producer, Type and Mill Certification No.
Fly Ash (if used) Brand and Type
Approved aggregate gradation designation

Mix Design weights per cubic yard and actual batched weights for:
Cement
Fly Ash (if used)
Coarse Concrete Aggregate and moisture content (each size)
Fine Concrete Aggregate and moisture content
Water (including free moisture in aggregates)
Admixtures brand and total quantity batched

Air-Entraining Admixture
Water Reducing Admixture
Other Admixture
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Bill of Lading Certification
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Manufacturer’s Certificate of Compliance Check List (Construction Manual 9-1.5E)
Upon receipt of the certification at the project level, it shall be reviewed
for compliance with the specifications and the Manufacturer’s Certificate of
Compliance Check List. If all the checklist items can be answered “YES,” the
Project Engineer shall sign the completed checklist thereby “Approving” the
Manufacturer’s Certificate of Compliance. If all the checklist items except No. 2
and sometimes 11, cannot be answered “YES,” the Project Engineer shall sign the
completed checklist and return it to the Contractor for corrections, clarification and
resubmit for approval and payment.

Exercise; Complete the check list on the page using the documents included on the
two page following the check list.
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Manufacturer’s Certificate of Compliance Check Listl
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Rebar Order (Cut) Sheets
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Manufacturer Certificate of Compliance — Continued
I. Acceptable Mfg. Cert. — Received

Field Office — Do’s
1. Advise field engineer and inspectors of status of all acceptable or approved

Mfg. Cert. received.

2. Know which lot or other product identification is on the approved Mfg. Cert.

3. Accept for payment only those materials for which there is an approvable Mfg.
Cert. on file.

Field Inspector — Do’s
1. Know if an acceptable or approved Mfg. Cert. has been received.

2. Know which lot or other product identification is on the approved Mfg. Cert.

3. Check that material delivered to project matches that identified on Mfg. Cert.
and provide information to office.

4. Check material delivered for shipping damage.

II. Unacceptable Mfg. Cert. or Missing Mfg. Cert.

Field Office — Do’s
Advise field engineer and/or inspectors of the status and acceptability of all Mfg.
Cert. received.

Field Inspector — Do’s
1. Check materials delivered to project, record lot numbers or product

identification, provide information to office.

2. Advise contractor that letter is needed to waive requirements of Section 1-06.3
of Standard Specifications and allow installing materials prior to receipt of
acceptable Mfg. Cert.

Field Office — Don’ts
Make payment for the work when an acceptable Mfg. cert. has not been received.

Field Inspector — Don’ts
Allow installation of material without advising contractor that payment will
be withheld until acceptable Mfg. Cert. is received. Per Section 1-06.3 of
Standard Specifications.
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Inspected Items (Construction Manual 9-1.5D)
Items that are inspected and found to meet contract specifications by the Materials
Fabrication Inspection Office are identified by a tag or stamp. This type of inspec-
tion is generally performed at the manufacturing or fabrication plants. There are
various types of stamps or tags used for acceptance of inspected items, which attest
that the item was in full conformance with the specifications at the time of inspec-
tion. The Inspected Items along with the type of stamp designation is covered under
Section 9-1.5D(1) of this manual.

The following are examples of the types of stamps and tags used by the Materials
Fabrication Inspection Office. The letter on the stamp or tag represents the
inspector who performed the inspection.

Fabrication Stamps and Tags

The above stamp identifies inspection and the inspector of the following items:

1. Precast Concrete Barrier

2. Precast Concrete Catch Basins, Manholes and Inlets. This includes all
sections and riser 6 inch and above.

3. Concrete Utility Vault

4. Concrete Junctions Boxes

5. Galvanized Steel, Aluminized Steel, and Aluminum Corrugated Metal
Culvert, Drain Pipe, and Perforated Underdrain Pipe

The above stamp identifies inspection and the inspector of the following items:

1. Gray-Iron Castings, Steel Castings, Ductile-Iron Castings — Stamped

2. Standard Plan B-2a dn B-2b Frames and Grates. Each set shall be stamped
aligning the adjacent mating surfaces to each other. This alignment is
critical as the leveling pads are ground to prevent rocking of the grates in
the frames.

WSDOT-A

(STEEL STAMP)
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Fabrication Stamps and Tags

The above stamp or tag identifies inspection and the inspector of the
following items:

1) Concrete Wall Panels — Stamped or tagged

2) Three Sided Structures — Stamped or tagged

3) Prestressed Concrete Products — Stamped or tagged

4) Steel for Bridges — Stamped or tagged

5) Signal, Luminaire and Strain Poles — Stamped or tagged

6) Miscellaneous Welded Shop Items (See RAM or QPL for special
items)  — Stamped or tagged

7) Sign Structures — Stamped or tagged

8) Anchor Bolts for Luminaires, Signal Poles and Sign Structures —
Randomly stamped or tagged

9) Epoxy Coated Reinforcing Steel Bars for Concrete — Bundles of
rebar shall be randomly tagged per shipment to the project

10) Metal Bridge Rail — Each bundle of rail shall be tagged

11) Raised Pavement Markers, Type 1 (Thermo-resin type only) – Each
box of markers shall be stamped.

12) Concrete Culvert, Sewer, Drain & Underdrain Pipe (750mm, 30↑
and above) — Stamped
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Fabrication Stamps and Tags

Tag

The above tag identifies inspection and inspector of Treated Timber, Piling
and Poles

1) Bundles of treated timber shall be randomly tagged “Approved for
Shipment” referencing the inspector’s identification number.

2) Treated Piling and Poles shall be individually tagged “Approved for
Shipment” referencing the inspector’s identification number.

Foreign or Domestic steel

Steel and Iron items containing foreign steel will be stamped with an “F” identifier,
and steel and iron items that do not contain foreign steel will be stamped with a “D”
identifier.  This stamp is in addition to the appropriate acceptance tag or stamp.

In all cases, the project office will be responsible for securing the Certificate of
Masterials Origin and tracking the quantities.

The Project Office and inspector should:

1. Review the Record of Material to see which items require off site inspection.

2. Ensure that the RAM or QPL indicating fabrication source are submitted by
the Contractor in a timely manner.

3. Once the fabricated item arrives on the job, check for approval stamp or tag.

a. If there is an approval stamp or tag, record the type of tag or stamp
along with the ID number when applicable, quantity, and brief
description of the item for project records. The Project Engineer’s
representative should note in a report that the material was in
satisfactory visual condition when installed and forward all information
to the project office. In case of questions concerning an inspected item,
contact the appropriate Materials Fabrication Inspection Office.

b. If there are no stamps or tags, inform the Contractor that the item may
not be acceptable, contact the Materials Fabrication Inspection Office
to determine the status of the inspection. Items lacking tags or stamps or
damage during shipping should be rejected and tag or mark appropriately.
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All Documentation associated with these stamps or tags will be reviewed and
approved by the Materials Fabrication Inspection Office and kept at the
Materials Fabrication Inspection Office, with the exception that they will not
track the quantities of foreign materials used on the project.

At the conclusion of the project, the records should be reviewed to determine
that all applicable materials were documented by approval stamp or tag.
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Sign Acceptance (Construction Manual 9-1.5G)

The Engineer, after approving the sign fabricator, will notify the appropriate Sign
Fabrication Inspector of the need to provided fabrication inspection.  The Sign
Fabrication Inspector will verify that signs for an individual contract were inspected
and approved for shipment to the project by having a “Fabrication Approved”
decal.

The Field Inspector will accept for installation and payment only those signs that
have a “Fabrication Approved” decal affixed.  If the there is no “Fabrication
Approved” decals on the signs, they may be rejected.  Contact the Sign Fabrication
Inspector for sign status.

Double-faced signs, which do not receive decals, will be approved on visual
inspection at the fabricator’s facility and in the field.  A list of all inspected and
accepted signs will be kept in the Sign Fabricator Inspector’s files.

Sign mounting hardware supplied by the sign fabrication facilities will be inspected
by the Fabrication Inspectors, and if found acceptable, will have a fabrication
approved tag placed on the packaging.  Contractors that purchase the hardware
from a separate source will be required to supply certification for those materials.
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Concrete Pipe Acceptance Report (Construction  Manual 9-1.5F)
Fabrication Inspection is periodically performed at approved sources of concrete
pipe. During this inspection, samples of each type, size, and class of pipe are
inspected and tested to verify compliance with the Standard Specifications. For
a 90-day period of manufacture from the date of inspection, concrete pipe less
than 30 inches diameter may be shipped and accepted based on “Concrete Pipe
Acceptance Reports.” This report is prepared by the Fabrication Inspector and
copies are thereafter supplied by the fabricator to accompany each shipment of pipe.

The project inspector is responsible to verify the conformance of the shipment
with the contract requirements. The inspector needs to verify:

• The fabrication date is within the 90-day range.

• The pipe has cured the required minimum number of days.

• The size and class of pipe are correct.

• The pipe is undamaged.
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Concrete Pipe Acceptance Report
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Catalog Cut
All products requiring a submittal of a catalog cut, will be transmitted to Field
Office Support Service Center (FOSSC) Documentation Section for approval.
The copy of the “Transmittal of Catalog Cuts” the Project Office receives from
FOSSC is the “Master” and will need to be copied and used throughout the contract
for each catalog.

The Project Office will fill in the Date, Bid Item Number, Materials Description,
and Manufacturer. If the Project Office is unable to provide this information,
request the additional information from the Contractor.

FOSSC will check the catalog cut for compliance with the appropriate section
of the Standard Specifications, mark the “FOSSC Appr’1 Action” and return this
transmittal cover sheet to the Project Engineer.
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Catalog Cuts — Transmittal and Approval
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Catalog Cut Sheet
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Sampling and Testing
Preliminary Samples and Tests (Construction Manual 9-1.3A)

Preliminary samples are intended to show the general character of the materials
available or proposed for use.  Preliminary samples are a basis for approving which
aggregate site or brand of material will be considered for use.  Deliveries cannot be
accepted on the basis of preliminary samples unless the samples represent an
identified lot of materials.

Acceptance Samples and Tests (Construction Manual 9-1.3B)

Acceptance samples and tests are defined as those samples tested for determining
the quality, acceptability and workmanship of the materials prior to incorporating
the materials into the project.

Verification Samples and Tests (Construction Manual 9-1.3D)

Verification samples and tests are used for making checks on the reliability of a
manufacturers test results when acceptance of the material is based upon a
Manufacturer’s Certificate of Compliance.

Sample Transmittal
In preparing sample transmittals, care should be used to include all information that
is in any way pertinent to the sample in question. Transmittals should be prepared
in duplicate; the original is enclosed with the sample, and the copy is retaind by the
Project Engineer.
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Sample Transmittal Instructions
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Sample Transmittal Instructions (cont.)
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Concrete Cylinder Transmittal
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Concrete Cylinder Transmittal Instructions
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Sampling and Testing Schedule (Construction Manual 9-5.2)
The intent of sampling and testing is to ensure that the material provided to the
project conforms to the specifications. The frequency schedule in Chapter 9-5.7
of the Construction Manual covers the minimum requirements for sampling and
testing at the project level. In some instances, good construction practice will
necessitate more frequent tests to ensure adequate control of production.

Reduced Frequency of Testing (Construction Manual 9-5.2A)

In instances of uniform production where the material is running well within
specification limits, the Engineer may initiate deviations from the schedule.
As a general rule, frequency reduction may be considered:

• Whenever five consecutive samples indicate full conformance with the
specifications.

• Must be fully documented and explained by the Engineer.

• A reduction exceeding a 10 percent will require approval from the Construction
Materials Engineer at the FOSSC Materials laboratory.

Sampling and Testing Small Quantities of Materials (Construction
Manual 9-5.2C)

The Engineer may elect to accept small quantities of materials without meeting
minimum sampling and testing frequencies using the following criteria.

Proposed quantity of material is less than the minimum required frequency.
For mainline paving, less than one-half the required frequency as defined in
Chapter 9-5.7 of the Construction Manual.

Small quantity acceptance may be used for any quantity of the following uses:

• Curbs and Sidewalks

• Driveways

• Road approaches

• Paved ditches and slopes

Structural Concrete will not be considered under small quantity acceptance.

Some issues the Engineer may consider prior to the use of small quantity
acceptance are:

• Has the material been previously approved?

• Is the material certified?

• Do we have a mix design or reference design?

• Has it been recently tested with satisfactory results?

• Is the material structurally significant?
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Field Verification (Construction Manual 9-1.5C)
All material permanently incorporated into a contract shall be field verified and
documented by the inspector.  The field verification or visual inspection shall occur
prior to or during placement of materials by means of a note in the Inspector”s
Daily Report (IDR), a note added to the Field Note Record, a completed Field
Acceptance Report, by completing the QPL page, or notes kept in a pocket
notebook or other form developed by the PE office.

The field verification information should be the link between what was placed
and paid for to what was approved on the RAM or QPL and its proper
acceptance criteria. Field verification documentation should contain sufficient
information to identify what was used including quantities.  Document your field
verification by:

Recording the product name, model number, lot number or heat number.

Documenting the fabrication inspected stamp, if any.

Removing labels from packaging.

Getting a copy of the invoice.

The field verification documentation needs to be initialed or signed and dated by
the inspector at the time of verification.  Field verification of large lump sum items
may necessitate the field inspector to ‘field verify’, sign and date the field note
record more than once over the duration of the work.

Most temporary items do not require approval prior to use.  One exception is
temporary traffic items like Temporary Pavement Markings.  These items must be
submitted by the contractor for approval, prior to use, and must be field verified by
the inspector.
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Project Payment/Source Documents

The Project Engineer and Project Field Office personnel are required to maintain
accurate and complete records of construction work.

It is of prime importance in the administration of a contract that measurements
and calculations of contract quantities are accurate, that records of such quantities
are complete and detailed enough to sustain an audit, and that records of all other
activities pertaining to the contract contain sufficient details and are clear enough
to be read and understood by anyone unfamiliar with the project.  A source
document for payment is a legal document and errors must not be erased, whiteout,
or have correction tape used.  Draw a line through the error and make the correction
adjacent to the error, include the initials of the person making the correction.

Common types of documentation:

Item quantity tickets

Field note records

Field note records for drainage

Force account

Lump sum

Water delivery record

Other forms supplied by Office Engineer

Item Quantity Tickets (Construction Manual 10-2.1C)
When using either the state provided Item Quantity Ticket (IQT) or Contractor
provided IQT, the Engineer should ensure that the following items are filled in on
each ticket.

• Contract Number

• Date

• Contract Unit Bid Item No.

• Initials of person accepting the item on the jobsite

• Unit of Measure

• Identification of Hauling vehicle

• Record of the gross, tare and net weights. In the case of a batch plant with
direct reading scales, or if the unit of measure is cubic yard or hour, only
the net weight need be recorded.

Some other optional information that the project office may find useful on an
IQT include:

• The Group, Station, or Mile the material was placed on the jobsite.
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• Name of Contractor/Subcontractor.

• Cumulative totals for the day.

• Pit number identifying the source of the material.

• Time weighed and initials of person issuing the ticket.

• Time materials or services are received on the jobsite.

• Description of the material that matches the unit bid item name.

• Ticket serial number.

A representative of the Contracting Agency should be assigned as a receiver at the
delivery site. The Receiver should collect the tickets from the carrier upon deliver
of the ticketed material, record any required or additional information on the ticket
as necessary, and retain the original copy for payment.

For materials or services that are not paid for by weight, the receiver should com-
plete the ticket at the point of deliver. IQT for items measured by the hour shall
be initialed by the inspector and signed by the contractor’s representative.



Construction Inspection Documentation — Student Workbook Page 4-3
January 2005

Project Payment/Source Documents

Item Quantity Ticket (WSDOT)
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In lieu of using Form 422-021, tickets furnished by the Contractor, by certified public
weighmasters, or by suppliers at commercial plants, may be used for materials that are
weighed providing that the ticket includes the essential information outlined in Sections 10-2.1C
of the Construction Manual.

Starting with projects advertised in the fall of 2001, the department will no longer adjust
item quantity tickets down to the legal gross weight of the hauling vehicle. (Standard
Specification 1-09.2(6).

This ticket was adjusted to
legal weight, the require-
ment to adjust tickets to
legal weight has been
removed from the 2002
Standard Specification.

Item Quantity Ticket (Supplier’s)
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Scaleman’s Daily Report (Construction Manual 10-2.2)

All materials paid on the basis of weight are to be weighed in accordance with the
provisions of the Standard Specifications by a representative of WSDOT, or at
commercial scales with a WSDOT representative periodically observing and
checking the weighing operation on a nonscheduled basis, but not less than twice a
week.

When Platform scales are used, the tare mass (weight) of each truck shall be taken
at least twice daily and recorded on a tare sheet, scaleperson’s diary or on the
Scaleman’s Daily Report form.

Scale Verification and Checks (Standard Specification 1-09.2(5))

Regardless of the type of scale used, a scale verification test shall be performed
daily.  The Contractor shall designate a separate, certified, platform scale or a
separate commercial platform scale, independent of the scale used for weighing
construction materials, to be used for scale verification checks.  Each batch, hopper
or platform scale will be tested by routing a loaded truck onto a separate certified
platform scale or a separate commercial platform scale and comparing the weights.
If such a separate scales is not reasonable available, the Engineer may approve a
Contractor request to use an alternate method of scale verification checks as de-
scribed in form 422-027 “Scaleman’s Daily Report”

If the scale has been under weighing, it shall be adjusted immediately.  The
Contractor shall not be compensated for any loss from under weighing.

If the scale has been over weighing, its operation will cease immediately until
adjusted.  The Contracting Agency will calculate the combined weight of all
materials weighted after the last verification check showing accurate results.  This
combined weight will then be reduced for payment by the percentage of scale error
that exceeds one-half of 1 percent.
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Scaleman’s Daily Report
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Back Sheet of Scaleman’s Daily Report
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Field Note Record (Construction Manual 10-1.2)
Field Notes shall be recorded neatly, clearly, un-crowded, and in sufficient detail to
be easily understood.  Attaching anointed photocopy from the contract plans is a
quick and easy way to identify work paid by Field Note.

The follow notations should be included on a field note:

• Date and initial of the person making the note.

• Dates when phases of the work are accomplished.

• Dates and initials of persons calculating and checking the note.

• Location where the work was performed and the corresponding group number.

• Corresponding pay item description and number.

• Dates and initials of person making the entry into the project ledger, and the
person verifying the entry and the six-digit entry number.

Always use the correct field note for the particular kind of work.

Maintain the degree of accuracy consistent with the standards establish in Section
10-2.1B of the Construction Manual.

Check for discrepancies between field note quantities and plan quantities.
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Field Note Record
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Backside of Field Note Record
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Field Note Record for Drainage

Same requirements as previous field note apply.

The items on the field note should match the items listed in the structure notes.

Any item listed in the structure notes and not used should be addressed,

Dates for each segment of work, e.g., measurement, pipe testing, etc., shall
be included.

Lump Sum Payment

CM 10-2.5 Items Measured by Lump Sum

For items that are to be paid on a Lump Sum basis, the project records should
identify the item, the date that the material was received, and/or the date work was
accomplished. This can be accomplished by ensuring that a field note record is
made showing the dates work was performed, has the initial of the Inspector, and
shows the work to be 100 percent complete. A field note should also be used to
show any estimated portions for progress payment of a Lump Sum amount prior to
100 percent completion. It must include the basis on which any quantities used for
progress estimate payments were calculated.



Page 4-12 Construction Inspection Documentation — Student Workbook
January 2005

Project Payment/ Source Documents

Field Note Record for Drainage
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Backside of Field Note Record for Drainage



Page 4-14 Construction Inspection Documentation — Student Workbook
January 2005

Project Payment/Source Documents

Force Account (Construction Manual 1-2.4D)
General

Accurate daily time records should always be kept when performing force account
work. A “Daily Report of Force Account Worked” form is used to help facilitate
timely, accurate, and complete records of the daily force account activities. It is
recommended that the document be signed by both the Inspector and a
representative of the Contractor, agreeing on the materials used and the hours
noted for labor and equipment. The Inspector shall provide the Contractor, and if
applicable the subcontractor, with a copy of the daily report.

Force Account payments are typically not authorized for employees engaged in
management for general supervisory work. However a foreman or, in some cases,
a dedicated superintendent devoting full time to the force account work is eligible
for payment on the force account.

While the Engineer has the authority to direct every aspect of force account work,
in most cases, it is best that we allow the Contractor to propose the method and
approach to the work. Our most effective role would be to concur or approve of the
Contractor’s proposal or suggesting modifications to the plan. Before any work is
performed by the Contractor on force account basis, the inspectors should review
and agree with the Contractor use of labor, equipment, and materials.

The purpose of force account is to fully reimburse the Contractor for costs
incurred on the work. These costs may also include indirect expenses, such as
travel, per diem, safety training, industrial safety measures, overhead, profit, and
other hidden costs.

Labor
The specifications require the Contractor to prepare and submit a “Labor List” in
advance of force account work. Once approved by the Engineer, this list provides
the hourly rate for force account calculations until a new list is approved. New
lists will not be approved retroactively and calculations previously made from and
approved list will not be changed when a new list is approved. If the Contractor
fails to submit a list, then the Engineer will determine the rates from the best
data available.

Equipment
There are three methods of acquiring equipment for use on a force account:

• “Owned” means that the Contractor controls and operates the equipment.
Long-term lease arrangement would be the same as ownership. Owned
equipment is priced according to Blue Book.  The office will need to know the
following information about the equipment in order to calculate a rate from the
Blue Book:

Equipment Type – Dozer, Backhoe, Excavator

Manufacturer – Caterpillar, John Deere, Kobelco

Year Manufactured

Model or Capacity

Type of Fuel – Gas or Diesel
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Horsepower

Owner – Prime Contractor or Subcontractor

Attachments (if used) – Ripper, Hydraulic Thumb

• “Rented to Operate” means that the Contractor has obtained a piece of
equipment through a short-term rental and will operate the equipment with
its own employees. Rented to operate equipment is priced according to the
invoice from the rental agency.

• “Rented-Operated” means that the Contractor has obtained a service from
and individual or a company to provide a piece of equipment with an operator.
An operated rental is not paid as equipment, but rather as a Service.

Standby time is defined as the time during which equipment is idle and cannot be
assigned to other work.  Only equipment that has been utilized for work on the
force account and will be used again is eligible for standby compensation. When
ordered by the Engineer, standby time shall be paid at one-half of the rate estab-
lished for that equipment.  Standby time will not be compensated beyond that
amount that brings the operated time and standby time to more then 8 hours in any
one day or 40 hours in any one week.

Repair of damage is considered a risk of providing equipment. The cost of this
risk is assumed to be in the markup for overhead and profit. If a Damage Claim
Waiver appears on a rental invoice, the cost for this waiver should be removed
before payment is calculated. The Engineer may require competitive bids for
equipment rentals.

Small tools are defined as having a Blue Book rate of less than $100 per month or a
purchase price of less then $500.  Small tools shall be paid by negotiation rather
than using an hourly rate (except for rentals).  Any such small tool that is rented
shall be paid according from the invoice of the rental company.

Materials
Materials also work from a list. The Engineer provides the basic list of materials
observed by the inspector. This is done daily, unless the Contractor agrees other-
wise. The Contractor adds prices to the list and attaches invoices to support the
prices. If the Contractor does not have an invoice, as in the case of stockpiles or
some warehouse stock, then and affidavit will suffice. The Engineer will review
the affidavit and, if it is an unreasonable price that cannot be supported, the
Engineer may substitute another price, utilizing the best data available.

The specifications allow the Engineer to require competitive quotations, if this is
done before the work is started and sufficient time is available.

As with all other materials permanently incorporated into the project, material
placed under force account, requires prior approval by the project office and proper
field acceptance by the project inspector.
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Force Account Work Sheet
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Services
Services billed by invoice will be compensated according to the invoice if that is
the typical method in standard industry practice. Billing by invoice does not excuse
the service provider from the requirements of the prevailing wage laws. However,
the force account payment system will not be used to enforce contract wage or
other requirements.

The markup for services depends on the nature of the firm’s activities on the
project. If the firm is clearly and uninvolved supplier, then the service markup will
apply. If the firm is acting as a subcontractor, then the markup will be made under
the provisions for subcontractors, with the underlying overhead and profit assumed
to be embedded in the invoice.

Mobilization
Mobilization and demobilization are reimbursable expenses for assembling
equipment, materials, supplies, and tools.

Markups
Labor — 29 percent

Equipment, Materials, Services — 21 percent

Contractor Markup for Subcontractor’s Work:

Up to $25,000 12%
$25,000 up to $100,000 10%
$100,000 and greater 7%

The amount and markup rates shall be calculated seperately for each subcontractor
on each force account item.

Report of Protested Work
When the Contractor is performing work under protest and a claim for additional
compensation my arise, it is imperative that the inspector documents the
Contractor’s activities. All equipment, workforce, and materials used, needs to
identified and tracked. To document these activities, use the Report of Protested
Work Form 422-007, never use a Force Account Work Sheet. While these two
forms my look the same, use of the Force Account Work Sheet could place the
Contracting Agency into a financial commitment, and at a disadvantage in
negotiating a settlement.

The Contractor is required to:

1. Immediately give a signed written notice of protest to the Project Engineer
or field inspector before doing the work.

2. Supplement with additional required information within 15 days.
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Report of Protested Work

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

Workers and/or Equipment
Working

Occupation of Workers or
Equipment Size

Labor
Regular Overtime StandbyOperated

Time Worked Record

DOT Form 422-007 EF
Revised 3/98

Contractor’s Representative Title

Contract Number Date Location of Work

Prime Contractor Subcontractor / Lower Tier Subcontractor Other

Description of Work Performed and Why Protested

Inspector

Equipment

This form is for the sole purpose of documenting the use of labor, equipment, and materials on work protested
under Section 1-04.5 and 1-09.11 of the Standard Specifications.



��	�
�

����
�����	������

■■■■■ (�
�	����(��������


■■■■■ ���	�����(�	���������


■■■■■ +���"�������
�



Foreword



Construction Inspection Documentation — Student Workbook Page 5-1
January 2005

Part 5 Post Construction

Contract Completion

Contract Completion Dates
Calendar Time

Substantial Physical Final
Completion Completion Completion Acceptance

Starts the time when Establishes the date Starts the 60-day time Start of 30-day period
any liquidated dam- liquidated damages period for release of for laborers to file lien
ages caused by over- will no longer be retainage. RCW 60.28 against retainage.
runs of contract time charged to the RCW 39.12
are limited to direct contract. Responsibility:
engineering charges. Project Engineer Start of 180-day period

Starts the 1-year for contractor to bring
Responsibility: period for contract Construction Manual legal action against
Project Engineer closure by FHWA. 1-2.5H the state. Standard

Directive D 27-60 Specification
Construction Manual 1-09.11(3)
1-2.5E Date used on Final

Contract Voucher Responsibility:
Certification Assistant Secretary

for Operations
Responsibility:
Region Operations

Construction Manual
1-2.5F

Substantial Completion When the contract work is completed to the extent that WSDOT has
full and unrestricted use and benefit of the facilities ... and only minor
incidental work ... remains to physically complete the total contract.

Physical Completion When all of the work is physically completed on the project. All the
documentation, required by the contract and required by law, does
not necessarily need to be furnished by the Contractor by this date.
This is a region responsibility because at this time an inspection
involving other regional offices such as Maintenance takes place.

Completion When all work specified in the contract is completed and all the
obligations of the Contractor under the contract are fulfilled and all
documentation has been submitted to the project office.

Final Acceptance When the State Construction Engineer accepts both the completed contract,
and the items of work shown in the final estimate, by signature of the Final
Contract Voucher Certification.

Note: Although RCW 39.12 uses Final Acceptance to start the 30-day period for laborers to file liens
against the retainage, RCW 60.28 used Completion to start the 60-day period for release of the retainage.
It is therefore essential that Final Acceptance occur as soon as possible after Completion to avoid conflicts.
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Materials Certification (Standard Specification 9-1.5)
The Project Engineer is responsible for all documentation required to certify
materials incorporated into a project. All documented material deficiencies
occurring on the project need to be resolved with the FOSSC Construction Office,
through the Region, before certification can be completed. The material
certification reflects the project’s conformance with the Record of Material as
adjusted by the Project Engineer for:

1. Actual project quantities,

2. Acceptance practices as provided for in the Construction Manual,

3. Adjusted sampling/testing frequencies as approved, and

4. Change Order work added.

Any variance between the requirements of the construction manual, contract
documents, Standard Specifications and the actual outcome; must be listed,
explained, and resolved.

Material Certification Process
Field Operation Support Service Center

1. FOSSC Materials Laboratory (Documentation Section)

a. Prepare the Record of Material for all major items of materials listed in
the contract.

b. Provide technical support, certification guidelines, format, and suggested
documents.

c. Conduct compliance reviews of completed projects where the Certification
is complete.

2. FOSSC Construction Office (Documentation Engineer)

a. Receives deficiencies identified during certification by the region.

b. Coordinates FHWA and region to determine funding eligibility for
deficient items.

c. Prepares response to region identifying degree of nonparticipation
(Letter of Resolution).

Region

1. Project Engineer

a. Sets up and maintains a material documentation system.

b. Maintain and monitors a current Record of Material item by item ensuring
materials certifications throughout the course of the project.

c. Identify, document, and justify all materials deficiencies including
determination and acceptance of noncritical items.

d. Prepares the certification package which includes the Certification Letter,
identified deficiencies, Letters of Resolution for all identified deficiencies
and credits taken for deficient materials.
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2. Regional Operations/Construction Office

a. The Regional Documentation Engineer shall review projects according to
the CM for documentation requirements including materials.

b. Resolve materials deficiencies identified by the Project Engineer through
contact with the FOSSC Construction Office Documentation Engineer.

c. Review certification package for compliance.

d. Submit Material Certification letter to Regional Administrator for
signature.

e. Distributed sighed Material Certification.

3. Regional Administrator

Signs the Materials Certification Letter.

4. Finance and Administrative Service Center Accounting

Completes the necessary paperwork.

As-Built Plans (Construction Manual 10-3.11)

1. Record of deviations or changes to the original intended physical product of
a contract.

2. RCW 19.122 mandates that owners of “underground facilities” be able to locate
these facilities within 24 inches of the outside dimensions.

3. Corrections with a red repo pen with a medium width tube.

4. Not required to correct summary of quantity sheets. Region level policy
to correct or state that quantities must be obtained from applicable final
record books.

5. Correction tape may be used only on quantity tabulations and structure
note sheets.

6. Kept up to date as work progresses.

7. Submitted with final records.

8. Structure as-builts should be submitted as soon as structure is complete.

6:P65:DP/MD
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Acronyms

C.O.A. Condition of Award

DBE Disadvantage Business Enterprise

MBE Minority Business Enterprise

WBE Women Business Enterprise

CUF Commercially Useful Function

ROM Record of Materials

RAM Request for Approval of Material

QPL Qualified Products List

IDR Inspector’s Daily Report

SATC State Apprenticeship Training Council

BAT Bureau of Apprenticeship Training

Computer Systems

CAPS Contract Administration and Payment System

CCIS Construction Contracts Information System

PCTS Project Closure Tracking System

TRAINS Transportation Reporting and Accounting Information System

CPMS Capital Project Management System

LIMS Lab Information Management System

7:P65:DP/MD



Appendix-2 Construction Inspection Documentation — Student Workbook
January 2005


